
Supervisor
Reviews Training Request

Employee identifies need for 
training

Sub-Group Manager Reviews 
Training Request

Email sent to 
Supervisor

Approve No

No

Yes

Yes
Manager Reviews Training 

Request

Training Specialist takes action on all Training 
Request - First Half Rosters August 15 and 

Second Half Rosters November 15

Approve

Employee, Supervisor or 
Training Coordinator can  submit 

a Tranining Request

Approve No

Yes

Email sent to Sub-
Group Manager if 

applicable

Email sent to 
Manager

Email sent to 
Employee 

Approve
No

Yes

Employee placed on roster

Email sent to 
Employee and 

Supervisor

Training Specialist completes program, 
record placed on Employee Training 

Record

Email sent to 
Employee and 

Supervisor

Email sent to 
Employee and 

Supervisor

Email sent to 
Employee and 

Supervisor

Syllabus posted on ETMS

Employee attends program
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